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Create a New Event - RESEA
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Skip “Filter Criteria” and scroll to the bottom of the page | Click “Add Event” button to add a new event
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Here yvou can view upcoming events for registration.
Click on an Event Title to see more details for that event.
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Event Information: Select RESEA as the Event Category. Add the Event Title as shown below and include the

name, date, and time scheduled in the Event Title (this information will help you find the event on your Event Calendar
| Enter Class Size, as appropriate. | Allow staff registration Over the class size: Answer: No | Click the Next >> button

M Home @8 My Dashboard [ Sign Out & Services Sor Individualz 'GP Services for Employars

Use the form below to update/enter the information regarding the event.
]l"J WORKINTEXAS use the back/next buttons or the progress bar links to navigate through the completed sections.

B My Staff Workspace Event O
Event Information

My Staff Dashboard

h—
My Staff Resources

My Staff Account

Directory of Services

+ Indicates required fields. For help click the information icon next to each section.

B Services for Workforce

Start

Manage Individuals Event |nf0rmati0n

Manage Emplovers ﬂ

- -
Manage Resumes +E TCategony: | RESEA - |

Manage Job Orders

. c - Event Title: I RESEA Orientation | Date | Time Scheduled| XS'J

Manage Activities Event Description: Some HTML tags such as embedded videos are not allowed in
this text box and will not be saved.

Manage Case Assignment

Manage Surveys RESEL

B Reports
My Reports
Summary Beporis
Detailed Reports
+ Class Size:
Custom Reports

Allow staff registration owver O Yes @ Mo
the class size:

[Clear Text ]

Ad-Hoc Query Wizard
Federal Reporis

Exit Wizard
Live Data
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Event Information: Schedule | Calendar display details. “Schedule Type” can be recurring or
one-time, as appropriate for your Workforce Solutions Office space and staffing capabilities.

Ewent - RESEA Orientation

Event Information Schedule/Calendar LWIAADice
. O .

= Indicates required fields. For help

Schedule

= Schedule Type:

= Display From: 08/12/2019 Enter Date Of Event

Display Until: 08/12/2019 Will duplicate Event Date

- Start Time: 2:00 AM O] Enter Event Time

Enter Event End Time

il
-

*End Time: 5:00 PM ©

Calendar

Hidden Event: O Yes @- Mo

Display to: | Staff D Individuals D Employers
Exit Wizard



Associated Office(s): Event Region will display your Board. | Choose local assigned
office from the “Event Office” dropdown menu. Click Next >>

Use the form below to update/enter the information regarding the event.
\"! WORKINTEXAS use the back/next buttons or the progress bar links to navigate through the completed sections.

Event - RESEA Orientation on 9.5.19 at 9am

Event Information Schedule/Calendar LWIA/Office
. 4 . 4 O

# Indicates required fields. For help click the information icon next to each section.

Associated Office(s)

The selected event category only allows a single office selection.
= Event Region:

| Borderplex WF Board - |
« Event Office: | Mone Selected he |
Exit Wizard Associated Office(s)

The selected event category only allows a single office selection.
+ Event Region:

Borderplex WF Board -

» Event Office: 1107 WF SOL Borderplex Downtown ~

Exit Wizard
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Event Location: “copy address information from:” If you select your office from the dropdown menu and click

“On Site Event,” the system will auto-populate the address information for the office selected. | If the event is
occurring at an alternate location, leave “None Selected” in the “Copy address information from” dropdown menu,
click “Off Site Event,” and manually enter the off site address | Click Next >>

IMPORTANT: Leave the “Directions” box Blank - if text is added in this field, it could cause the RESEA Orientation
Letter mailing process to fail.

Use the form below to updatesenter the information regarding the event.

'1'."';! WWORKINTEXAS use the back/next buttons or the progress bar links to navigate through the completed secticns.

Ewvent - RESEA Orientation
Ewvent Inform atior Schedule/Calendar LAl Office Event Location

)

= Indicates required fields. For help click the i

Event Location

Copy address information
From:

Mone Selected
321 WF 5ol Cameron Old Alice

= Location Type: (®) On Site Event () OFf Site Event () Online Event

Organization: I I

» Zip Code: I I

Directions: Some HTWIL tags such as embedded videos are not allowed in this text box and will not be sawed.

[ Clear Text ]

Exit Wizard
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Event Location: cont. | Once the office is selected — the Address, City, State, and Zip Code will pre-
populate | This is how the completed page will appear | Click Next >>

IMPORTANT: Leave the “Directions” box Blank - if text is added in this field, it could cause the RESEA
Orientation Letter mailing process to fail.

Event Location

Copy address information I 221 WF Sol Cameron Cld Alicellig I
Fromm:
= Location Type: @ On Site Event (:) Off Site Bvent O Online Event
O rganization: I I
- Address 1: | 851 Clg Alice RD |
Address 2: I I
= Cibyr= I Browmnswille I
= State: I Tewas - I
= Zip Code: I F8520 I
Directions: Some HTML tags such as embedded videos are not allowed in this text box and will not be sawed.

[ Clear Text 1

Exit Wizard



Attendance Tracking: “Customer Group” select “Self-Service/Registered Individual Only” from the
dropdown list when scheduling an RESEA Orientation event | Click Next >>

Use the form below to update/enter the information regarding the event.
\w WORKINTEXAS  use the back/next buttons or the progress bar links to navigate through the completed sections.

Event - RESEA

Event Information Schedule/Calendar LWIA/Office Event Location Attendance Tracking
o ¢ o o O

+ Indicates required fields.

Attendance Tracking

Customer Group: None Selected v

None Selected

Exit Wizard Self-Service/Registered Individual Only
Wagner-Peyser
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Attendance Tracking — Tracked Services: Highlight the RSO — (311, RSO) RESEA Orientation service for

an RESEA orientation Event | Click the down arrow to move the highlighted service (RSO — (311, RSO) RESEA
Orientation) to the bottom box |

IMPORTANT: The “RSO” service must be moved down to the bottom box to work as a tracked service and
auto-post the RSO — RESEA orientation service to event attendees’ Activities — Service Plan page.

Use the form below to update/enter the information regarding the event.
use the back/next buttons or the progress bar links to navigate through the completed sections.

\w WORKINTEXAS

Event - RESEA

Event Information Schedule/Calendar LWIA/Office Event Location Attendance Tracking

U

+ Indicates required fields. For help click the information icon next

Attendance Tracking

Selected services will automatically be recorded without a Completion Code when users register for this event unless this event is to be tracked by ScanCard and a Scan-Qut will be required for service(s) to be Recorded.

Customer Group: | Self-Service/Registered Individual Only + |

e TAP - (111, TAP) Transition Assistance Program (TAP =

RR - (RR) Rapid Response
RSO - (311, RSO) RESEA Orientation

ORI - (30, ORI) Workforce Services Orien{ rso - (311, Rs0)

RESEA Orientation

¥ A




Attendance Tracking: Once the RSO — (311, RSO) RESEA Orientation service has been moved to the

bottom box, click NEXT >>

IMPORTANT: The “RSO — RESEA Orientation” service must be moved down to the bottom box BEFORE clicking
NEXT >> otherwise the RSO service will not auto-post on the event attendee’s Service Plan page.

IMPORTANT: When rescheduling claimants for a future RESEA event, please ensure the RSO — RESEA
Orientation (RSO) service is added to the future event through Attendance Tracking before rescheduling the

claimant.
Event - RESEA
Event Information Scheduls/Calendar LWIA/Office Event Location Attendance Tracking
@ @ @ @ O
+ Indicates required fields. For help click the information icon next 1

Attendance Tracking

Selected services will automatically be recorded without a Completion Code when users register for this event unless this event is to be tracked by ScanCard and a Scan-Out will be required for service(s) to be Recorded.

Customer Group: Self-Service/Registered Individual Only -

Tracked Services: OOR - (120, QOR) Other Orientation =

ORI - (30, ORI) Workforce Services Orientation

RR - (RR) Rapid Response

TAP - (111, TAP) Transition Assistance Program (TAP ~
w A

RSO - (311, RSO) RESEA Orientation

‘ RSO - (311, RSO) RESEA Orientation

Exit Wizard



SRR,

Registration Method: Select “No registration required” from the dropdown menu | Click Next >>

IMPORTANT: Leave the “Instructions” box Blank - if text is added in this field, it could cause the RESEA
Orientation Letter mailing process to fail.

# Home @B My Dashboard [ Sign Out il Sevvices for Indivaduals  “SF Sendces for Employers

Use the form below to update/enter the information regarding the event.
use the back/next buttons or the progress bar links to navigate through the completed sections.

Wiy WORKINTEXAS

I Event - RESEA Orientation | Date | Time
Event Information Schedul lendar L1 ice Event Location Attendance Tracking Registration Method
s e s s . O
I + Indicates required fields., Far help click the information icon next to each sectior

Registration Method

= Registration Method:

MNone Selected
No registration required
Instructions: Register online s are not allowed in this text box and will not be saved.
Contact Event Moderator to register

[Insert Sample Text | Clear Text ]

Exit Wizard
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Moderator: The information on this screen is pre-populated but can be Edited if needed | Click Finish |
This is the final step. Clicking Finish adds this RESEA Orientation event to your Events Calendar.

Use the form below to update/enter the information regarding the event.

“ 'E WORKINTEXAS use the back/next buttons or the progress bar links to navigate through the completed sections.

Ewvent - RESEA Orientation

Ewvent Information Schedule/Calendar LWIASCfice Event Location Attendance Trackimg Registration Method
B . . . . .
Moderator
L
+ Indicates required fields. For help click the information icon next to each sectio
Moderator

Associated Staff/Moderator: I Corley, Margarst -l

Prefix:

Mone Selected -

+First Name:

Margaret I

Middle Initial:

I

+Last Name:

| cortey |
Phone: [ 512 || 936 |-| o368 |
- -
- C ]
Email: I margaret.corley@twe. state.te I
Presenter: | I
.



Event Information: Please review the RESEA event you just created to ensure all information is correct

and to see your Event ID number| If edits are necessary, find the event on your events calendar and open to
edit.

Your event has been created.
\‘l'l WORKIMTEXAS  Use the links under the "What's Next" section to take the next step. You can also use the links in the progress bar to review/change the events details,

Event 20042994 - RESEA Orientation Date & Time

s v v s s s
Moderator
@
Event Information
Event ID: 20042994 Event Region: Capital Area WF Board
Event Title: RESEA Orientation Date & Time Event Office: 129 WF S0L Capital Area Morth
Event Category: RESEA Moderator: MARIA ESPARZA
Schedule Type: One Time Presenter: MNone Specified
Event Location: 6505 Airport Bhvd
STE 101

Austin, TX 78752



